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Btatement of Pumcetions and sctdvities:

This Section consists of two broad operational segments: {a} An all inclusive case flle
gysten containing the portinent material concerning cases handled by the Fersonnel Security DHi-

and (b) The fmference Index lls wiich contains information concerming *
from a security standpoint. The leferenca
phase of the cperatlon requires information available and determination as to the
necessity for additional informatlon, 80 a3 to waintain the file in a current status and with
sufficiently complete information adaquately to serve the requirements of the Fersornel
Security Division. All cases processing through the Divigion are routed through the Records

Section, so as to determine pertinent information contained both in the case file and the
Beference Indax systems.

Statement of Chjectives and/or Accomplishpents:

The Section maintains & control system in comnection with the entire operstions of the
Persormmel Security Division. This control system is the basis for periodic operational reports
required of the Division and is apprised at all times as to the status of each case ln process
in the Personnel Security Division. The cost of the maintenance of complete records which would
discloss the volume of work accomplished by thig Section, it is felt, would be greater then the
benefit derived therefrom. The volume of work performsd by the Section can be determined in
sufficlent detail by exemining the production figures of the Fersonnsl Security Division,
Appraisal Section, and Contacis Section. The organization iz so comstituted that the econds
Section is the Pinal repository for all mponsmdmmofmmm*dngfmwm
organizationsl unmits, as well as all other pertinent informstion which is finally wade a part
of the security files of prospective employses or former employess of the Central Intelligence
Agency. This Ssction also files all material resulting from those operstional phases of the
Persormsl Security Division which relate to cases opsned as a result of requesta from the
Contact Mgunch, Office of Operstions. The Reference Index portisn of the Records Section cone
siste of Epproximately 57,000 entries. ,
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Bscords Section {continued)

necessity for a complete filing program in comection with an operation of the Personnel Ssourity
Division type. The responsibilities of the Division in connection with determining the loyalty
of individuale requires complete reference files concerning individuals and organizations whosse
loyalty to the United States is in question. Complets information concerning "fronts" for sash
organizations is also necessary.

Persornel Hequirenents:

The position of the Uhief, lecords ection, is necessary for the required coordination and
efficient operation of this .ection. Umder the direction of the Uhief, the vosition of Chisf,
Files Unit, is necessary to maintaln close supervision of the filing operation, in order to in-
sure strict compliance with Jiling policles and procedures by ihe filing clerks. A minimum of
two Reference. Index Analysts iis required to maintain a current anhd complete Reference Index 25X1A
r{le  wh : rt of the iBcords Section. This file contains information concerning I
from & security stand- 25X1A
point. The evaluation, susmarization, an g of such intormation is steadily increasing
due to the availability of new sources of material. It is felt that inalysts of the CAP-7
level are necessary, because of the importance of the Referemce Index funcidona to the over-all
operation of the Fersomel Security Division, and the fact that malfimetion of the files may
affect the security of the Agency, and, in turn, the nstional sscurity. Two gontrol clerks are
required to maintain an effective and accurate contrel system. Ons Control Clerk, in addition
to normal filing cperations, maintains charge-out and cross-reference indices which would per-
mit the prompt loeation of files. The other Control Clerk maintains records containing the
various phases of completion of individual cases. The records of the Control Clerks form the
basis of operational and administrative rcpidrss prepared by the Peracnmel Secaurdity Division.
Based upon past experience, and taking into considerstion the anticipated incresse in operational
volume of the Fersonnel Security Division, cix File Clerke (CAF-3), are reeded %o maintain the
file opsration o a current bamls. This represents an increcae of two over the preasent eomple-
ment, and is the anly additional personnel regessary in this Section during the budget year.
During the psst fiscal year, the workloed has increamsed to such a level as to require considera~
ble overtime work on the part of the four File Clerks now on duty. Unless the necessary sddi-
Mmm%h%s%ﬁm%emwamwmmmmﬁma&ft&nhrmml
Security Division, the time required to process security clasarances will be inareaged and the
ayamtinge:mumyoftMMﬁadmasamudnboiwm. I% has been deterined that a
backlog in the filing opermtion 1s immediately apperent in the operation of the Division, in that
mm&mwmermummnmudﬂwmmommm
Sections and individuals of the Ddvision, A filing backlog decreases the rapidity of the flow of
filse in that the entire be cklog must be completaly scarched a number of times during the opera-

tions of & single day.
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